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Director of Compunications HIENT DIVISION

A 10 1ee
Chief, Maragementi Staf?

Records Haoagement

1. B sndicated in my discussion at the DCI weeting of

6 pugust, there follows 8 supsery af the wmajor areas for poten-
tia) sccomplishwment in records management activity in your
office. I feel there 1g @ greet deal 1O ne mmined from thie
progran. My purpose at this tiwe is o indicate the areas wiere
further work i reeded rather than o review overall accowplish-
ment. I am dolng this from 8 general wnowledge of your Program
but without detailed informetion on your operations o the acti-
vities of your records of ficer.

Records Cremtiont An inventory and aralysis of reports has
been cmpieﬁa; Tut messures should be taken to establish 2 con-
tinulng control snd to provide for the periodle reappraisal of
reports. Requests for forms are chammeled throupgh your precords
officer, However, it appears that she will require more trairning,
az well as more time, 1o perforn the review snd analysis neces-
sary Lo develop the most economlcel an? efficient Torms. A survey
should be conducted to deterwine whether measures are needed o
jmprove the quality of eorrespondence and to reduce its cost.

Records ﬁsirmemﬁcm The Agency gub ject-numeric fiting
systew is mﬁaaﬁ!e wITh modifications to all administrative
correspondence records and should be f{nstalled in all staffs and

divisions. ‘Stua'iea ghould be econducted to {mprove Tiling operations,

record systess ond weil control throughout the Oofflen.

Records Disposition: It ie my understanding that 8 records
control schedule Fﬂ s been prepared by your Office and is belng
applied. However, we have never received a copy for our review.

2. I fecl that the records created by YOUr 3talf are parti-
cularly isportant and that thelr proper mmwntemquireu con~
tinued atterntion, The Records Mansgement & fr will continue to
assist your records of ficer to the extent possible, Bowever, the
success of your program will depend equally upon the smount of time
that she can dew records management. T feel that this should
pe Pull time. M. Chief, Records Mansgement Staff, would
appreciate an opportunity <o ad1scuss this with vou. mso, 171
can be of furtier aseistance, please let Wme know.
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